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| To mme e records control seledule covering the disyosition of all ,f/,

ecords of the Offide of Centra) Reference.
At the request of the OFf1

/éaa%‘ s _

& records management

mmaﬁ?&by&. grtba gg@wﬁg%?ﬂm /ZJ

sarvwey began on 15 April 5 &y eted on 17 Apr '

W%&Mﬂfﬁﬂiﬁa#&yﬁmi of the records holdl /7
. in seoh eorganigaticma) elgoent of the em« and obtaining information )

7 f’tﬂu le sdsinistrative and o;entian officisis es to the use -

sod value of each category of rerords,
theﬁluluftb&mmés laced on them by these officimls,

m}. n eriteria establl Bational Arehives, and precedents

u%m in other offices Ar ney for siwilmr neorﬁi, 8 pro-
meﬁttww&ﬁw on of esch retord series vas
prepared apd subwitted to esch of the OPPice for conturrence.
Prosoasd retention were 8d wntil everyone was in complete.
agrewt and sigre of the Gruuiutiml chief's were obtained,

Mammz;MiMm the Assistant Director for spproval.

The OCR M. as Wem b7 the Assistant Director, bas deen reviewed
by tie Begor mt gtarf and 1s for tuil 1 sppiscation of
tion L ﬂzﬂn except for destruction
mimmeﬁmmia itews. (Bee liat of items attached to
scheiule). BSteps are mi§ takan to obtain the necesssry legal suthoriza-
tiufuﬁumi.Mae excepted 1tems whoveupon you vill be
mztm h]{y it ted out that a schedule only
gives legal far the estruction end retirement of records
and sll setions taken w;r this nuﬁwrity must confore with existing

security regulations of thre Ageacy.
Iv PIEDINGS

1 informmtion developed frop the records cuntrol schedule shows
, : ; wa has records hollings totsling 27,200
ewbic feet, categorized into AJ1 separets record owries ;aamedzs
filing dguipwent having s replseé 'vﬁu-arom%aé {See filing
et {nventory atteched g Exhibit ¥o. 1.) This is significent in
m&mw#ﬁﬂ%&w»lminmm Aren,
Therefore, the effectiveress of e records wmpagement progrse in the DD/T
) ; ' ords mnagement ﬂminm or the

| mmm,g | oubl M congists of librery waterial and
@ollectl

ons maintal prisarily for servieing custowers' requesis.
1 evhie Teet of records are those sccumulated in connec-
trating, nal‘}.gating, end controlling theme large collections.
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The lstter types of records fit vell in established pmiterns for
automstic cut-off, retirement, and digposnl procedures as developed
iz the schefule. It iz the other reccrds, the largest by volume,
where 8 records problen exists and where all teekniques of good
reccrdn nmww be applied. It ig also in this
ares whare no nt exists froo which to drew on other Agemcies®
experiences and where reduction of volume by retirement or by sicro-
photography 1s basically detersiied by customer requiresents.

¥V ACCOMPLIBHMENTS :

the survey mmmm arcse which were considered pressing for

te solution. In o ta provide assistence to these areas vhen
needed, other members of Records Managesent Staff and personpel froz the
Records Center were called oo for help, With the full cooperation of XCR
personnel we were 8dle to accompiish the following:

1. PBCORDS RETIRED, Prior to this survey, not all cospopents of OO
had taken advantage of the facilities offered by the Reecords Center for
bolmaing their fsmotive filgs. I additiom, large quentities of records
sdgnired in groups from Other Agencies were baing stored in current files
their teun "gth ' le%'blg bod of ﬂl:: e

~ o Ayntem, With approval and coopermmtion of opersating
officianls we were adle to transfir a total of 1156 cubic feet of recoris
to the HBecords Center. This wes 1o addition to 1419 eubie feet of
records that vere retired to the Records Cemter by OCR compoments during
the ssos period,. Kow, all Divisions end Registers of UCR sre aware of
the ssrvices available ot the Hecords Canter and sre sctively participating
in & revords retiresent prograw. A suggested (CR issunnee that would
further asslst personnel concerred with the retirement of records asd
their recall for current use is cttsched as Exhidit No. 2.

2. PECORDS IBMSTROTED. Many records sre meintained by officials beyond
their umefuloess %o the Ageney Mecause they are not sware that legel
suthority exists for their destruction or they are not sware that an
office of record has been astadlished elsevbere for the official record.
Also thay way often lsck mangowsr to handle & lerge jeb of records
destruction and up with thelr current work. With the approval of
the appropriste o ials we were able to destruy on the spot a total of
306 eubic feet of records. An sxvunt equelly as large is estisted to
have besn destroyed by operating permonnel ss & result of recoumendations
mfis dwring the inventory.

3. PILIRG SYSTENS INSTALIED, Adsministrative files zaintained st all
organizationsl levels of OCR contein generslly the same types of materiel.
The files are usually maintained by RMranch snd Division secretaries and

in 98 4,308 o dey ragls Wi 00, i fermity in e iien
e Nt 1 Ty 3 e
P32 ‘symtin prescribed for this w;c of file in 9 locetions in toe -

Oraphics Register, Special Register, and Machine Division, snd treined
personnel in their saintenance.

-
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h, SEELF PILIEG INTTIATED. The iatroduction of new filing equipment
Mﬂﬁhmmahmrwlmgf%ﬁmlmﬂmmw
scoventicnal cabinets and safes 18 T de5trable not only from en economic
standpeint but due to lisitations on sequiring sdditionsl spece. A nember
of our staff prepared s stuly on tae use of sbelf filing in Biogrsphic
Ragister for housing their Mm ﬂm. The plan was spproved snd
epen shalf fMling ?tne ag procured. This will coosclidate all
Dossiare into one filing um mﬂ !.n addition provide additions) space
for 2b momths® expension cogt of the nev equipment will not exceed
thnlmstwmmtt mtﬂllhanihbhmmia. The
use of ahelf filing has also been approved on a test basis for installa-
ion in one Franch of the Industrial Reglster.

%
5. SUPPLEMENTAL DISTRIBOTION uee: IEVELE. Adegquate stocks t:f publications

upplesgntal
on foetors available nt the Records Center m nupber of requests
thay m!.w for OCR publications, stock levels have been established for
Rlograghic and G:wiaies aglster publlications. As @ result, stock
isvels satablished by these offices have authorized the mim of
5k eubie feet of OCR publications at the Records Center in addition,
have slisinated the need for zaintaining extrs coyiu :af 1icatiocns

Wmm#wam ¢ther aress afmarda managenant were
cbserved vhere {ble mmt: could be wmade, 4Aa & result of these
observations after a careful anelysis of the schedule, the following
recoumendations sre subuitted for your consideration:

Toe ; of : records §e::ral schelule “3?"‘%" uttlguﬁ&eu t?h
m instructions whic ve been y all respons officia
of your office are implesented gmmththechnon.

Therefove, Records Officers and mmmtma?mtltwm as
s weang of adeinistrative control to cdtain complisnse with approved policies.
The mmwmw%mamiunﬁcwrmmﬁman
. und miml records mﬂa yrogran. The benefits derived
are W Substantial

fon progren
ot o ol e o

iarmmntly valusble to ‘hha

-3~
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¢ or aypuyrreh W@mmﬁmm CURRENT BTA

mmwmmummmmmmnummanaum
mmmm@mmmmmmswm. ¥ew records ere
often belng restsd SNNt gre not tovered on the sohedule. Records

seriss vhich have been discontinubd and either retired or destroyed should
be dropped from the sehedule. Retention periocds should be veduced on
cartain iteus sfter experience has shown that itews were over eveluated

on the inttial schedule, Therefore, fn order to mintain en active
records &;.?ﬁtim yrogren, 2 records contrel schefule must be reviewed
annually hmngbtuytn&h.

In sddition 1o the meny intengidle benefits derived fromw a records d1sposition
progran theve sre substantia)l acdoupliskments thet can be weuswred in dollar
savings. Thess savings are ¢asily understood by the uperating yecple ag well
ss the asdeizistretor and go & long wey in prowoting the progras. In order

to wessure the tangible bYemsfits of the OCR progrem, procedures ghould

be oetablished to collect end cowsile the followinmg informmtion annually:

s. Volume {cu.rt.) of recoris on hend at beglming of reporting
aur m:’ ”%w(g;mz of recoris transferred to thw Necords Center

e. Volume (cu.ft.) of recoris destroyed during reporting period.

&. Volume (cu.ft.) of records on hand at end of reporting period.
This informetion wust be collectéd snawmlly by the Nepsgewent Staff for

use a8 o5 aid in mmsuring and reporting the effectiveness of the Agency
Resords Mam ' . A stggested meno for tramswitting the schedules

to sach compoment and establishirg s reporting systew 1s attached as
Exhinit ¥o. 3.

fo. b - AT THF AOEXCY FILE SYSTEM OUTLINED IN 3% 43.330-1

ummm@m1mw,mm37mummtma
aduinistrative files maintained Tor the Chiefs of esch organisational
elsnent, These files are meintxined end serviced by seoretaries end
claricsl per 1 in the various chiefs® offices. The systems of filing
”W%a The Agency hes silap & b iect mameric systes for saintenmence
of ; type of file (Ses BB 43.330-1, “Sanfbook for Subject Piling™) and
this file systen has Besn {ngtalisl in Graphics Regl r, Special Register,
seching Division, and Administrdtive Btaff. By & ing this system
throughoat the e of Central Reference, demefits will scorue to

as well s Thture adwinistrators thromgh such standardization.
Tt will provide & file gulde usible by all persome] and lessen dwpenience
os & few clerks to locate P vhen they sre needed. Intra-office
transfers {and in wany cases ~office transfers)
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of aduinistreative and clerloal persoznel will cause no time lost in

the 41 nt £1la systens of each organization. All new
el personne) (sweiting clesrance) ip the Interiz Assigoment Branch of
the Personpel Office are given ¢ treining course in the subject numeric
ﬁhmﬁnm is confiucted by the Cffice of Trai and covers
five periods. In addition, all sev persounel in through
G8-7 are given a brief course iy sudject numeric filing under the clerics)
orientation progran. Mewbers of ithls staff sre evailable to assist in this
Frogresn, »

EEPLOYER RECORD CARD, OF kb, BB UTILIZED

29

Individual personnel folders ar¢ maintsined at all organiantiopal levels
sad duplicate the personne’. follers walntained by the Administrative
Staff. In a&iﬂaas the oyee's official perscnnel folder 1s sainteines

y the Persommel of the Agency. It 18 suggested thet the perscnnel
folders veinteined by other $ the Afhﬁnumtiw Staff be discontinued
and the use of B Becord Cerd, OF kb, be encourngsd. The Euployes

Record Card 1s for use by operating officials as a desis for

inltis personnel sctions; reqording personpel setions, teaining, and
emlifications; and noting other informetion needed the zenagesent of
persoanel. Agercy Regulation 20.000 states thet & is "the only
supplementary rocord authorized by the Office of Perscnnel which may be
established by cperating eﬁmnﬁ“. The cards may be mmintained in
pocket type visible files will occupy less filing spesce in the office.
Recceusndution o, ! - THAT THE REQIETRRS CONTINUE TO IEVELOP AND
RETINEMENT, AND UTTLIZATION OF £PACE SAVING PILING BRUIPMENT,

The proof that s Registar perforss the functiom for which it vas established
is wviwihar or not informmtion or doewsents reguested by a customer can be
furnighed. In order to meet the YG¥ increasing reguirements of the
 customers, nev sources of inforgation bave besr developed and the volume

g orrm&nmwwmwumammumw for
further expansion is limited. The operating officials of the Reglsters

are the firet to admit that all documents in their flles are not used

and that some of them will be used or meeded by customers. Tiwrefore,
it L{s this group of never wed docusents and the seldos used documents

Ml&&!ﬁhﬂiﬁiﬁg@d {r@ : wmﬁ removed

curvent gg‘amg ven 1f -mg materisl eo be umngrgm

ourrent files, the large volume of active files ressining will still |

yresent & spece problea. Tt is {n this ares that ihe use of wicro- |

; aphy end ghelf £11ing woyld assist to reduce %he spece requircuants

: ters,. In ¢ tiga with this survey, a» well a8 oversll space

rments Tor the now Agescy uilding, we have et with officlals of
trisl Reglster to discuss {aforammlly & proposal we in Management

ﬁt had wggrd conocurning the digposition of Industrial Card FMiles.
Bxhibit No. 3), Owr proposal is only informml and was submitted to

then a9 & point to start. Yariationms apd detatiled procedures ahould be

discussed and worked out to the satisfection of the Cblef of the Register.

W terefore, propose to work with each of the Registers towards the

solution of their spece problems.
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Toroughout the Office of Cantral Reference, daily work reports sre being
prepared by most 1. AL apth sﬁ:ini-mtiw lavel they are brought
together, sonsoll W t6 the next hwmr level until thy

wmmmmmmnu levels of tion

due 30 ts for Ipforsation not included on the consolicated
repors. Yequires intialwrk tc be kept for excessive
pericds nﬂuilth: s-m:a mg‘fg'mr«ﬂ 4o the pext level.
m, a mm't QW veloped fros. the top
downuard. This will mru‘i-t the m tion of feeder ut mh

lavel of consolidation besed on thelr aanm:mzm

the retentiocn of records ¢n the remnte possibility thet my Ry be n*xcd

mmmmmmmrmmn
nmm mmmmmwm,

There are over 5,000 cuble feet of reference dooks in the various components
of This voluxe dces not wmwmumakymmmbmy

mww Soms of the sre on dafinite loan from the Library.
The W, are vhich hawe been procured by the Library
for Bite {om By uw nmtmg officiasla. Over s period of yemvs,

mwwnmwmammar livrery books,

Many of MMuﬁﬁmmm&Lﬁmywmmxrmmﬂ

“t amammmnwmmmmwnﬂb Also,

mmmmuf«:umbywummmtu

“Imuﬁb:;ﬂa & his own librery collectlion. If the

mlhnfthﬁmm Jrove succgasiul in the ID/I area it {= suggected

that similar menos be inttimted for the recall of imsctive reference hooks

from the otimr aress.
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